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• These pages allow you to view or 
download your file maintenance, balance 
verification or posting notification records.

• You can also generate an account 
inventory of all debts certified by a specific 
agency.



Click on the ‘View/Receive 
Files’ button to go to the 
‘View/Receive Files’ menu 
page.



To view or download file 
maintenance records, 
click on the ‘File 
Maintenance’ button.



To view or download 
balance verification 
records, click on the 
‘Balance Verification’
button.



To view or download 
posting notice records, 
click on the ‘Posting 
Notification’ button.



To view or download an 
account summary, click 
on the ‘Account 
Summary’ button.



This is the ‘File Maintenance’ search page. First, 
select an Agency ID from this drop-down menu. 
If you have access to only one account the 
selection will already be made for you.



Then choose which type of records you want to 
view or download by clicking the appropriate 
radio button here.



Next, enter a ‘From Date’ . . .



. . . and a ‘To Date’ for your report, . . . 



. . . and then click one of these buttons 
depending upon which action you’d like to 
perform.



If you clicked the ‘View File’
button, you’ll see a report of 
your file maintenance 
records within the date 
range you’ve chosen.
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The records are in 
alphabetical order for each 
‘Process Date’, with the 
latest records shown first.
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If there are more than 10 
records, you can scroll 
through the report by using 
these buttons.
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The ‘Next’ button will take 
you to the next 10 records. 
The ‘End’ button will take 
you to the end of the report.
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The ‘Previous’ and ‘Start’
buttons work the opposite of 
‘Next’ and ‘End’, 
respectively.
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To view the detail for a 
single record, click on the 
‘Rec. No.’ hyperlink.
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This is the detailed view of a 
file maintenance record. If 
this were a rejected record, 
the error description would be 
displayed here.
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The export buttons all function in a 
similar fashion. You must choose both a 
file format (expanded or current, please 
see the User Manual for details) and a 
file type (MS Excel, XML, or Text).



For example, clicking on the ‘Export to 
Excel’ button opens up a ‘File Download’
box. Follow the directions . . . 



. . . and your report will be downloaded as 
an MS Excel document.
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The ‘Balance Verification’ and ‘Posting 
Notification’ pages function in the same 
fashion as the ‘File Maintenance’ page, 
except you don’t choose a record type.



The ‘Account Summary’ search 
page is a little different in that there 
is only one record layout. 



The debt records are listed in 
alphabetical order and the 
information shown includes the 
ID number used to certify the 
debt, the debt number and the 
current debt balance.

DOE, JOHN
GRANT, HUGH

DAMON, JOHNNIE
RAMIREZ, MANNY

IVERSON, ALLEN
ROBERTS, JULIA

WRIGHT, FRANK LLOYD

TANG, WU
CHAPPELLE, DAVE

PATRICK, DAN


